
RS2016- 6

SPONSOR: Councilman Henry

A RESOLUTION ADOPTING THE 2016 TITLE VI PROGRAM,
INCLUDING TITLE VI NONDISCRIMINATION, LIMITED ENGLISH

PROFICIENCY AND PUBLIC INVOLVEMENT PLANS FOR JEFFTRAN

WHEREAS,     JEFFTRAN and the City of Jefferson, Missouri, are committed to
ensuring that no person is excluded from participation in,  or

denied the benefits of its transit services on the basis of race,

color, or national origin, as protected by Title VI of the Civil Rights
Act of 1964; and

WHEREAS,     JEFFTRAN and the City of Jefferson,  Missouri,  Council further
desire to ensure accessibility to programs and services to
otherwise eligible persons who are not proficient in the English

language; and

WHEREAS,     JEFFTRAN and the City of Jefferson,   Missouri,   desire to
encourage public involvement by citizens and stakeholders in
decisions that affect transit and transit patrons, including prior to
enacting fare increases and major transit service reductions.

NOW THEREFORE,  BE IT RESOLVED by the City Council of the City of
Jefferson, Missouri, that the City hereby acknowledges and adopts the 2016 Title
VI Program,   including Title VI,  Limited English Proficiency and Public
Involvement Plans attached hereto as "Attachment A;" and

BE IT FURTHER RESOLVED that this approval shall be continuing in nature,
until new plans, policies and programs are approved by the Council, and shall not
expire with the adjournment of this Council.

ADOPTEDthis 16th day of May, 2016

et,
Mayor Carrie Ter n

A EST: APPROVED AS TO FORM:

ity.Glerk City Counselor



JEFFTRAN

TRANSIT PROVIDER FOR JEFFERSON CITY, MISSOURI

2016 TITLE VI PROGRAM
Title VI, Limited English Proficiency and Public Involvement Plans
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JEFFTRAN Bus Route System

Business 50 East Route

Capital Mall Route

High Street East Route

High Street West Route

Missouri Blvd. Route

Renn Addition Route

Southwest Route

Morning Shuttle

Hutton Lane Afternoon Tripper

Southside/Tanner BridgeAfternoon Tripper

High Street EastAfternoon Tripper

All bus routes connect to the JEFFTRAN Transfer Facility at 820 E. Miller Street, 
except the Capital Mall Route.  For your convenience a restroom is available at
the Transfer Facility.  

Please refer to the individual route maps for times and exact locations of stops. 

Questions?  Call JEFFTRAN at (573) 634-6477 or
onlineat www.jeffcitymo.org/transit.



The preparation of this report was financed in part by the U.S. Department of Transportation,   
Federal Highway Administration, and Federal Transit Administration, in cooperation with the Missouri
Department of Transportation. The opinions, findings, and conclusions expressed in this report are not

necessarily those of the Federal Highway Administration, Federal Transit Administration,  
or the Missouri Department of Highways and Transportation

CITY OF JEFFERSON, MISSOURI
Carrie Tergin, Mayor

Steven S. Crowell Jr., City Administrator
John G. Christy Municipal Building

320 E. McCarty Street
Jefferson City, MO 65101

573.634.6410
www.jeffcitymo.org

JEFFTRAN
Mark L. Mehmert, Transit Division Director

Charles G. Robinson Transit Facility
820 East Miller Street

Jefferson City, Missouri
Telephone 573-634-6477

www.jefftran.org

JEFFTRAN is a Division within the Department of Public Works
Matt Morasch, P.E., Director
Department of Public Works

Assistance with plan preparation provided by
Department of Planning and Protective Services

Janice McMillan, AICP, Director
Sonny Sanders, GISP, Transportation Planner

Alex Rotenberry, Transportation Planner
Anne Stratman, Administrative Assistant



Table of Contents

Resolution 1
Section One Title VI / Non-Discrimination Plan 2

I. Background 2
II. Organization 2
III. General Program Responsibilities 2
IV. Responsibilities of the Title VI Coordinator 3
V. Responsibilities of Other Staff Members 3
VI. Title VI Notice 4
VII. Title VI Discrimination Claim Procedures 4
VIII. Title VI Investigations, Complaints or Lawsuits 5
IX. Public Outreach and Involvement, 2013-2015 5
X. Fixed Facility Analysis 6
XI. Minority Representation on Transit-Related Committees and

Advisory Councils 6
XII. Service Standards 6
XIII. Service Policies 7

Section Two Limited English Proficiency Plan 8
I. Introduction 8
II. Elements of an Effective LEP Policy 9

III. Methodology for Assessing Needs and Reasonable Steps for an

Effective LEP Policy 9
IV. Language Assistance Plan 11

V. Monitoring, Evaluation, and Updates to JEFFTRAN Language Plans 11
VI. Employee Training for Language Assistance to LEP Populations 12

VII. LEP Plan Access 12

VIII. Safe Harbor Stipulation 13

Section Three Public Involvement in Transit 14
I. Introduction 14
II. Encouragement of Citizen Participation 14

III. Targeted Public Participation for Minority, Low-Income and LEP

Populations 15
IV. Transit Notice Posting and Publishing 15

V. Annual Program of Projects 16
VI. Procedure for Involving the Public When Contemplating Major Transit

Service Changes 16

VII. Access to Records 18

Appendix
A JEFFTRAN Notice: Notifying the Public of Rights Under Title V 19
B JEFFTRAN Title VI Complaint Procedures 20
C JEFFTRAN Title VI Complaint Form 22
D 2007-2011 American Community Survey, Table B16004 24
E Spanish Text JEFFTRAN Route & Schedule Guide 25
F JEFFTRAN LEP Survey Responses 27
G Cover, Basic Spanish for Transit Employees, Colorado 29

Department of Transportation
H Executive Order 13166 30



RS2016-6
SPONSOR: Councilman Henry

A RESOLUTION ADOPTING THE 2016 TITLE VI PROGRAM,  
INCLUDING TITLE VI NONDISCRIMINATION, LIMITED ENGLISH

PROFICIENCY AND PUBLIC INVOLVEMENT PLANS FOR JEFFTRAN

WHEREAS,  JEFFTRAN and the City of Jefferson, Missouri, are committed to
ensuring that no person is excluded from participation in, or denied
the benefits of its transit services on the basis of race, color, or national
origin, as protected by Title VI of the Civil Rights Act of 1964; and

WHEREAS, JEFFTRAN and the City of Jefferson, Missouri, Council further desire to
ensure accessibility to programs and services to otherwise eligible
persons who are not proficient in the English language; and

WHEREAS, JEFFTRAN and the City of Jefferson, Missouri, desire to encourage
public involvement by citizens and stakeholders in decisions that affect
transit and transit patrons, including prior to enacting fare increases and
major transit service reductions. 

NOW THEREFORE, BE IT RESOLVED by the City Council of the City of Jefferson, 
Missouri, that the City hereby acknowledges and adopts the 2016 Title VI Program, 
including Title VI, Limited English Proficiency and Public Involvement Plans
attached hereto as “Attachment A;” and

BE IT FURTHER RESOLVED that this approval shall be continuing in nature, until new
plans, policies and programs are approved by the Council, and shall not expire with the
adjournment of this Council.  

ADOPTED this 16th day of May, 2016

Mayor Carrie Tergin

ATTEST:      APPROVED AS TO FORM: 

City Clerk City Counselor



SECTION ONE.   TITLE VI / NONDISCRIMINATION PLAN

I. Background

The Federal Transit Administration requires recipients to report certain general information to determine
compliance with Title VI.  The collection and reporting of this information constitutes a recipient’ s Title
VI Program.  To ensure compliance with 49 CFR Section 21.9 (b), the FTA requires that all recipients
document their compliance with this chapter by submitting a Title VI Program to the FTA’s regional civil
rights officer once every three years.  This report is provided as set forth in Title VI of the Civil Rights
Act of 1964; Title 49, Chapter 53, Section 5332 of the United States Code; and the Federal Transit
Administration’ s ( FTA) Circular 4702.1B, titled “ VI Requirements and Guidelines for Federal Transit
Administration Recipients”, dated October 1, 2012.  

II. Organization

JEFFTRAN (also known as the Transit Division) is a direct operator of fixed route and demand response
public transportation service in Jefferson City, Missouri, and is a direct recipient of Federal Transit
Administration funds and does not have any sub-recipients. JEFFTRAN currently has twelve fixed route
buses and ten paratransit buses.   Nine buses operate in peak service on the fixed routes and eight do so
for paratransit bus service. JEFFTRAN is organized as a division in the Department of Public Works
within the City of Jefferson, a municipal corporation. JEFFTRAN’s Director reports to the Director of
Public Works.  The Director of Public Works reports to the City Administrator, who in turn, reports to the
Mayor and City Council of the City of Jefferson, Missouri. The City Counselor has been designated as the
Title VI Coordinator for the City of Jefferson. The City Counselor reports directly to the City Council of
the City of Jefferson, Missouri.  

III. General Program Responsibilities

1. Data Collection. Statistical data on race, color, national origin, income level, language spoken
and sex of participants in, and beneficiaries of federally funded programs will be gathered for use
in planning and program analysis. Upon request by the Title VI Coordinator, the City’s
transportation planning division will prepare reports from data available from the Census Bureau
and other readily available sources. The transportation planning division will assist the transit
division with preparation of surveys and other data collection tools needed to prepare plans and
reports. 

2. Annual Report and Update. An Annual Report and Update is to be submitted to the MoDOT
Office of Civil Rights and the FTA in April of each year.  The Title VI Coordinator is responsible
for gathering information from appropriate staff members and consolidating this information into
the final document. The final document is to include: 

A report on the previous year’ s Title VI-related activities and efforts, including
accomplishments and program changes; 
An update on Title VI-related goals and objectives for the upcoming year. 



3. Annual Review of the Title VI Program.  Each year, in preparing for the Annual Report and
update, the Title VI Coordinator will review JEFFTRAN’ s Title VI program to assure compliance
with Title VI. In addition, he or she will review agency operational guidelines and publications, 
including those for contractors, to ensure that the Title VI language and provisions are
incorporated, as appropriate.  

4. Dissemination of Information Related to the Title VI Program. Information on JEFFTRAN’s
Title VI program is to be disseminated to JEFFTRAN employees, contractors, and beneficiaries, 
as well as to the public, and in other languages when needed. 

5. Resolution of Complaints. Any individual may exercise his or her right to file a complaint with
JEFFTRAN/City of Jefferson, Missouri, if that person believes that he or she or any other
program beneficiaries have been subjected to unequal treatment or discrimination, in their receipt
of benefits/services or on the grounds of race, color, or national origin. JEFFTRAN will make a
concerted effort to resolve complaints as put forth in the Title VI Complaint procedure, as shown
in Appendix B.  

IV. Responsibilities of the Title VI Coordinator

The Title VI Program Coordinator is responsible for coordinating staff activities pertaining to Title VI
regulations and procedures set forth in federal guidance and in accordance with the City’s Title VI
Procedures Manual.  In support of this the Title VI Coordinator will:  

Identify, investigate and work to eliminate discrimination when found to exist. 
Process Title VI complaints received.  
Meet with appropriate staff members to monitor and discuss progress, implementation, and
compliance issues related to the Title VI program. 
Periodically review the Title VI program to assess if administrative procedures are effective, 
staffing is appropriate, and adequate resources are available to ensure compliance. 
If a federal funding recipient is found to not be in compliance with Title VI, work with affected
staff and the recipient to resolve the deficiency status and write a remedial action if necessary. 
Review important Title VI-related issues with the City Administrator, Mayor and City Council, as
needed.  
Assess communications and public involvement strategies to ensure adequate participation of
impacted Title VI protected groups and address additional language needs when needed.  

V. Responsibilities of Other Staff Members

At times other staff members will be asked to accept or share responsibility for day-to-day administration
of the Title VI program, including implementation of the plan and Title VI compliance, program
monitoring, reporting and education within an applicable program area, as described in the “ Program
Area Responsibilities” section of this document. In addition, some staff members may be asked to accept
responsibility for drafting text for an assigned section of the Annual Title VI Report and update, and
maintaining the data and documentation necessary for that report. These responsibilities may include
reviewing guidelines and procedures for the assigned Title VI Program Area, and incorporating Title VI -
related language and provisions into agency documents, as appropriate.  

Staff responsible for JEFFTRAN’ s public involvement is responsible for compliance with Title VI
requirements in all aspects of JEFFTRAN’ s public involvement process. These staff members will: 

Ensure that all communications and public involvement efforts comply with Title VI; 
Develop and distribute information on Title VI and JEFFTRAN programs to the general public; 



Provide information in languages other than English, as needed. 
Disseminate information to media, post on social media, and disseminate information to
minority/ethnic/gender related organizations in order to ensure social, economic, and ethnic
interest groups are represented in the planning process. 

VI. Title VI Notice

JEFFTRAN publishes a Title VI notice, in English and Spanish, as shown in Appendix A.   

The Title VI Notice is posted at the following locations:   

o On the JEFFTRAN Webpage at www.jefftran.org

o All Transit Vehicles

o City of Jefferson, Missouri: City Hall Bulletin Board, Main Level
John G. Christy Municipal Building-City Hall
320 McCarty Street
Jefferson City, Missouri 65101

o JEFFTRAN Administrative Office: Customer Service Window
Charles G. Robinson Transit Facility
820 E. Miller Street
Jefferson City, Missouri 65101

VII. Title VI Discrimination Claim Procedures

Instructions to the public regarding filing a Title VI discrimination claim are included in this plan as
Appendix B. Hard copies of the publication “ Title VI Complaint Procedures and Complaint Form” are
available at the following locations:  

City of Jefferson, Missouri: In the “ forms” array on the lower level of City Hall
320E. McCarty Street
Jefferson City, Missouri 65101

JEFFTRAN Administrative Office: Customer Service Window
Charles G. Robinson Transit Facility
820 E. Miller Street
Jefferson City, MO 65101

Electronically via the Transit webpage and the following link: 

http://www.jeffersoncitymo.gov/government/transit/title_vi.php

VIII. Title VI Investigations, Complaints or Lawsuits

The following table presents the public transportation-related Title VI investigations, complaints, or
lawsuits filed since the time of the last submission.  



Date

Month, Day, Year) 

Summary

include basis of

complaint: race, color, 

or national origin) 

Status Action(s) Taken

Investigations

None Known

Lawsuits

None Known

Complaints

None Known

IX.  Public Outreach and Involvement, 2013-2015

The following public outreach and involvement activities have been undertaken since the last submission. 

Proposed Service Change Outreach
o Open House-style meetings for a proposed fare increase was held on May 22, 2015 and

May 28, 2015. 
o Notices were posted in English and Spanish at the locations cited in Section 3,   

notices to the public. 

Transit Focus Group meetings were initiated in 2007. The following table shows the Transit
Focus Group meetings conducted 2012-2015. 

2013 2014 2015
January 28 January 27
April 22 April 28

July 30 July 29 July 28
Nov 5 October 28 October 27

A new entity, the Public Transit Advisory Committee, was formed by the City Council
via Ordinance 1507 passed September 15, 2014.  Meeting functions have transitioned
from the Transit Focus Group to the Public Transit Advisory Committee  (TAC). At this
time, the TAC expects to meet six times over the course of each year. 

2014-2018 Public Transit Advisory Committee Meeting Dates
2015 2016 2017 2018

January 26 January 26 January 31* January 30* 
April 27 March 29 March 28* March 27* 
July 27 May 24* May 30* May 29* 
October 26 July 26* July 25* July 31* 

September 27* September 26* September 25* 
November 29* November 28* November 27* 
Planned Meeting Dates



X. Fixed Facility Analysis

The Requirement:  If the recipient has constructed a facility, such as a vehicle storage facility, 
maintenance facility, operation center, etc., the recipient shall include a copy of the Title VI
equity analysis conducted during the planning stage with regard to the location of the facility.     

o JEFFTRAN Response: No construction projects qualifying under this section
were undertaken in the last three years, and none are included in the FY 2016
TIP.  No Fixed Facility Analysis is included in this submittal. 

XI. Minority Representation on Transit-Related Committees and Advisory Councils

The Requirement: Recipients that have transit-related, non-elected planning boards, advisory
councils or Committees, or similar bodies, the membership of which is selected by the recipient, 
must provide a table depicting the membership of those committees broken down by race, and a
description of efforts made to encourage the participation of minorities on such committees. 

o JEFFTRAN Response: A new entity, the Public Transit Advisory Committee, was
formed by the City Council via Ordinance 1507 passed September 15, 2014.  

Public Transit Advisory Committee
Name Race

Ann Bax White
Bill Case White
Terry Donner African-American
Larry Henry African-American
Wayne Lee White
William Marshall White
Royal Spiedel White
Frank Underwood White

o The City Council reminds the public at most council meetings regarding
opportunities to serve on City Boards and Commissions.  These meetings are

streamed live and available on the city’s YouTube channel.  The Boards and
Commissions application (including the Public Transit Advisory Committee) is

available on the City’ s website at

http:// www.jeffersoncitymo.gov/Boards_Commissions/ VolunteerProfileForm.pdf.   

o JEFFTRAN began its foray into social media with a presence on Facebook because it

is the most-used social media platform used by minorities, according to the Pew

Research Center. http:// www.pewresearch.org/fact-tank/2015/02/03/ social-media-

preferences-vary-by-race-and-ethnicity/.   

o Both JEFFTRAN and the City of Jefferson solicit Public Transit Advisory Committee
participation via posts on Facebook pages as well as via the web.  Regarding the

Public Transit Advisory Committee, JEFFTRAN specifically states in Facebook posts
that minority candidates are encouraged to apply.   



o The City of Jefferson (which hosts JEFFTRAN’ s web presence) updated its website in

2015.  One of the features of the new website is the ability to use Google Translate to

dynamically translate the site into over 100 languages, which may widen the pool of
potential minority applicants. 

XII. Service Standards

1) Vehicle Load Standards
The average of all loads during the peak operating period should not exceed vehicles’ 
achievable capacities, which are 30 passengers for a 25-foot mini-bus, 48 passengers for
low-floor 35-foot buses and 55 passengers for low-floor 35-foot buses. 

2)  Vehicle Headway Standards
Service operates on regular route schedule on weekdays with 40 minute or better service
intervals which should begin no later than 6:40 a.m. and continue until 6:00 p.m.  
Scheduling involves the consideration of a number of factors including: ridership
productivity, transit/pedestrian friendly streets, density of transit-dependent population
and activities, land use connectivity, and transportation demand management. 

3)  On-Time Performance Standards
Ninety-seven ( 97) percent of the JEFFTRAN’ s transit vehicles will complete their
established runs no more than 5 minutes early or late in comparison to the established
schedule/published timetables.  

4)  Service Availability Standards
JEFFTRAN distributes transit service so that 81.5% of all residents in the service area
are within a ¼ mile of the bus route. 

XIII. Service Policies

1)     Vehicle Assignment Policy
All vehicles are low-floor, ramp equipped, with air conditioning and an Automatic Vehicle
Location System ( AVL) with an average age of 5.9 years. Bus assignments take into
account the operating characteristics of buses of various lengths, which are matched to the
operating characteristics of the route. Local routes with lower ridership may be assigned
30-foot buses rather than the 35-foot buses. Some routes requiring tight turns on narrow
streets are operated with 30-foot rather than 35-foot buses. Transportation vehicles assigned
to routes will not be determined on the basis of race, color or national origin. 

2) Transit Amenities Policy
Installation of transit amenities along bus routes are based on the number of passenger
boardings at stops along those routes. 



SECTION TWO: LIMITED ENGLISH PROFICIENCY PLAN

I. Introduction

Executive Order 13166: Improving Access to Service for Persons with Limited English Proficiency1
was signed on August 11, 2000 to clarify Title VI of the Civil Rights Act of 1964.  It had, as its purpose, 
the goal to ensure accessibility to programs and services to otherwise eligible persons who are not
proficient in the English language.  This order affected not only Federal agencies, but also state and local
agencies.  Executive Order 13166 stated that individuals who do not speak English well and who have a
limited ability to read, write, speak, or understand English are entitled to language assistance under Title
VI of the Civil Rights Act of 1964 with respect to a particular type of service, benefit, or encounter.2

These individuals are referred to as being limited English proficient, or “LEP.”  

Each Federal agency shall prepare a plan to improve access to its federally conducted
programs and activities by eligible LEP persons. Each plan shall be consistent with the
standards set forth in the LEP Guidance, and shall include the steps the agency will take to
ensure that eligible LEP persons can meaningfully access the agency's programs and
activities.   –   Executive Order 13166. 

Not only do all federal agencies have to develop LEP Plans as a condition of receiving federal
financial assistance, but recipients of federal funds, such as the City of Jefferson, must comply with Title
VI and LEP guidelines of the federal agency from which funds are provided. Federal financial assistance
including grants, training, use of equipment, donations of surplus property, and other forms of financial
contributions from federal sources.  Recipients of federal funds range from state and local agencies, to
nonprofits, and other organizations.  Title VI covers a recipient's entire program or activity, which means
all parts of a recipient's operations are covered. This is true even if only one part of the recipient receives
the federal assistance.  Simply put, any organization that receives federal financial assistance is required
to follow Executive Order 13166.  JEFFTRAN must comply with these guidelines because it receives
funding from the US Department of Transportation ( US DOT) via the Federal Transit Administration
FTA).   

The US Department of Transportation published Policy Guidance Concerning Recipients’ 
Responsibilities to Limited English Proficient Persons in the Federal Register dated December 14, 2005.3

The US DOT policy recommendations explicitly identify transit operators as organizations required to
follow the guidance.  

The guidance applies to all DOT funding recipients, which includes state departments of
transportation, state motor vehicle administrations, airport operators, metropolitan
planning organizations, and regional, state, and local transit operators, among many
others. Coverage extends to a recipient’ s entire program or activity, i.e., to all parts of a
recipient’s operations. This is true even if only one part of the recipient receives the Federal
assistance. For example, if DOT provides assistance to a state department of transportation
to rehabilitate a particular highway on the National Highway System, all of the operations
of the entire state department of transportation—not just the particular highway program or

1 The executive order verbatim and can be found online at http://www.lep.gov/13166/eo13166.html. 
2 Policy Guidance Concerning Recipients' Responsibilities to Limited English Proficient (LEP) Persons. Federal

Register: December 14, 2005 (Volume 70, Number 239). 
3 The FTA’s Office of Civil Rights offers guidance via an LEP Handbook. 



project—are covered by the DOT guidance.   –   US DOT Policy Guidance Concerning
Recipients’ Responsibilities to Limited English Proficient Persons

To assist JEFFTRAN in meeting Title VI and Limited English Proficiency requirements of both the
Federal Highway Administration and the Federal Transit Administration, JEFFTRAN conducted a
program evaluation to determine what activities would be most appropriate to ensure compliance with
Limited English Proficiency requirements. 

II. Elements of an Effective LEP Policy4
The US Department of Transportation Federal Transit Administration, Office of Civil has developed

a set of planning elements that were incorporated into the design of this Limited English Proficiency Plan.  
These elements include:  

1. Identifying LEP persons; 
2. Identifying ways in which language assistance will be provided; 
3. Training staff; 
4. Providing notice to LEP persons; 
5. Implementation of the Four-Factor analysis as identified by the US DOT. 

III. Methodology for Assessing Needs and Reasonable Steps for an Effective LEP Policy
The DOT guidance outlines Four Factors that recipients should apply to the various kinds of contact

they have with the public in order to assess language needs and decide what reasonable steps they should
take to ensure meaningful access for LEP persons. These factors are: 

1. The number or proportion of LEP persons eligible to be served or likely to be encountered by a
program, activity, or service of the recipient or grantee.  

2. The frequency with which LEP individuals come in contact with the program.  
3. The nature and importance of the program, activity, or service provided by the recipient to the

LEP Community.  
4. The resources available to JEFFTRAN and overall cost.  

The greater the number or proportion of eligible LEP persons; the greater the frequency with which
they have contact with a program, activity, or service; and the greater the importance of that program, 
activity, or service, the more likely enhanced language services will be needed. The intent of US DOT
guidance is to suggest a balance that ensures meaningful access by LEP persons to critical services while
not imposing undue burdens on small organizations and local governments.   Smaller recipients with
limited budgets are typically not expected to provide the same level of language service as larger
recipients with larger budgets; this is the case for JEFFTRAN which operates on a relatively small and
constrained budget. 

The DOT guidance is modeled after the Department of Justice’ s guidance recommendations and
requires recipients and sub recipients to take steps to ensure meaningful access to their programs and
activities to LEP persons.  More information for recipients and sub recipients can be found at
http://www.lep.gov.   This plan uses the recommended four-factor analysis to form an individualized
assessment of the JEFFTRAN LEP plan considering the factors outlined above.5 Each of the following
factors is examined to determine the level and extent of language assistance measures required to
sufficiently ensure meaningful access to public transit services within Jefferson City.  Recommendations
are then based on the results of the analysis.   

4 http://www.lep.gov/resources/lep_aug2005.pdf;  FTA Circular C4702.1B. 
5 Policy Guidance Concerning Recipients' Responsibilities to Limited English Proficient (LEP) Persons.  Federal
Register: December 14, 2005 (Volume 70, Number 239). 



Factor 1: The Proportion, Numbers and Distribution of LEP Persons .  The Census Bureau has a
range of four classifications of how well people speak English.  The classifications are ‘ very

well,’ ‘ well,’ ‘ not well,’ and ‘ not at all.’  For planning purposes, this plan considers people that speak
English less than “ very well” as Limited English Proficient persons.   

Table 1 shows the estimate, percent and margins of errors of persons in regards to their English
language skills for Jefferson City, Missouri.  Review of the data in Table 1 reveals that approximately
1.3% (541 people) of the total Jefferson City population over 5 years of age speak English less than “ very
well.”   Appendix D (2010-2014 American Community Survey Table B16004) reveals that the largest
LEP community identified within Jefferson City is the Spanish-speaking community.  

Table 1:  Limited English Proficient Persons in Jefferson City. 6

Subject

LANGUAGE SPOKEN AT HOME Estimate Margin of Error Percent Percent Margin of Error

Population 5years and over 40,561 +/- 224 40,561 ( X)

English only 38,431 +/- 492 94.70%+/- 1.0

Language other than English 2,130 +/- 424 5.30%+/- 1.0

Speak English less than "very well" 541 +/- 237 1.30%+/- 0.6

Spanish 748 +/- 263 1.80%+/- 0.6

Speak English less than "very well" 164 +/- 89 0.40%+/- 0.2

Other Indo-European languages 585 +/- 221 1.40%+/- 0.5

Speak English less than "very well" 242 +/- 205 0.60%+/- 0.5

Asian and Pacific Islander languages 339 +/- 100 0.80%+/- 0.2

Speak English less than "very well" 94 +/- 64 0.20%+/- 0.2

Other languages 458 +/- 185 1.10%+/- 0.5

Speak English less than "very well" 41 +/- 38 0.10%+/- 0.1

Jefferson City city, Missouri

Factor 2: Frequency of Contact with LEP Individuals.   Appendix F compares the results from 2011, 2013
and 2015 surveys which detail the frequency of contact with LEP individuals by JEFFTRAN drivers.  
Based on the 2013 survey, it is estimated that there were 3,250 contacts out of a yearly total ridership of
357,256, or approximately 1.4%.   The 2015 survey showed 3,329 contacts and the 2015 yearly total
ridership was 257,748, or approximately 1.3%.    

Factor 3: The Nature and Importance of the Program, Activity, or Service to LEP Community . As an
agency providing public transportation inside the Jefferson City corporate limits, JEFFTRAN participates
heavily in public outreach.  JEFFTRAN holds bi-monthly meetings to foster communication with
customers and stakeholders.   JEFFTRAN strives to meet the needs of it client base to make sure that all
segments of the population, including LEP persons, have the opportunity to utilize public transit.  Denial
or delay of access to services or information provided by JEFFTRAN would not have life -threatening

6 Table 1 is derived from Table DP02, Selected Social characteristics in the United States from the 2010-2014
American Community Survey 5-Year Estimates. 



implications for a LEP individual.  It is also believed that denial or delay of access to services or
information provided by JEFFTRAN would not have serious implications on a LEP individual, especially
compared to the services, such as health, emergency transportation, water, sewer, fire protection, police
protection and other emergency services, provided by other local governments or organizations. 

Factor 4: The Resources Available to JEFFTRAN and Overall Cost.   US Department of
Transportation Policy Guidance Concerning Recipients' Responsibilities to Limited English Proficient
LEP) Persons published in the Federal Register: December 14, 2005 (Volume 70, Number 239) states:   
Certain DOT recipients, such as those serving very few LEP persons or those with very limited

resources, may choose not to develop a written LEP plan.”  While JEFFTRAN does serve few LEP
persons and has very limited resources, the decision has been made to develop a written Limited English
Proficiency Plan because demographic trends indicate the number of LEP persons may increase within
the area. Funds available for LEP services at the present time are derived entirely from existing operating
funds, and compete with other operational requirements of JEFFTRAN.   

IV. Language Assistance Plan

All Languages.  Information on language services will be provided to community based
organizations and stakeholders of JEFFTRAN services, including the availability of language assistance
services, with notice.   Language assistance will be provided for all languages in the following manner:   

With advance notice of three ( 3) calendar days, provide interpreter services at Transit
Advisory Committee and other public meetings. Interpreter services offered include
foreign language and hearing impaired. 
Include in outreach documents, including notices, a statement that interpreter services are
available at meetings, with three (3) days advance notice. 
Utilize a database of interpreters, primarily, but not exclusively, based on the Missouri
Office of Administration cooperative purchasing agreement for translation services and
verbal interpretation. 

Assistance Activities for Spanish Language.   The USDOT LEP guidance provides that once an
agency has decided, based on the “ Four Factors” that it will provide language services, it is important
that the agency notify LEP persons of the services available free of charge, and in the languages LEP
persons would understand. To this end JEFTRAN will provide statements in public information and
public notices that language assistance or special accommodations will be provided to persons, with
reasonable advance notice to JEFFTRAN. The following assistance will be provided for Spanish
language:  

The text portion of the JEFFTRAN Route & Schedule Guide is published in Spanish, and
is available in hard copy format or via the JEFFTRAN website.  
Notices of bus route or time changes are provided in English and Spanish. These notices
are posted in buses, in shelters, at the JEFFTRAN office, and posted on the JEFFTRAN
website. 
Title VI complaint forms are published in English and Spanish, and are available at
public meetings, and at the locations cited in Section VII.   
JEFFTRAN staff will be trained on protocols for providing access to services for LEP
persons. 

V.  Monitoring, Evaluation, and Updates to JEFFTRAN Language Plans
JEFFTRAN will monitor the frequency with which contact is made with LEP persons by program area. 
Data will be collected for each of the following program areas to document the number of LEP persons
and languages spoken, who come into contact with JEFFTRAN’ s bus and paratransit services: 



P
urchase of passes and tickets at each location available

P
articipation at public meetings

C
ustomer service interactions, including dispatch and office interactions

D
river surveys

VI. Employee Training for Language Assistance to LEP Populations
JEFFTRAN staff is trained on protocols for providing access to services for LEP persons, and is provided
with a copy of the LEP and are provided the following language assistance materials: 

The publication entitled, Basic Spanish for Transit Employees, obtained from the Colorado

Department of Transportation, is distributed to and retained in all transit vehicles (Appendix G). 

Basic Spanish for Transit Employees is also retained on CD in the JEFFTRAN Administrative

offices so that other transit employees may utilize this publication. 

JEFFTRAN retains copies of “I Speak” language assistance cards for placement in each transit

vehicle and at each location where transit patrons are provided assistance, including customer
service windows. 

JEFFTRAN staff will be educated on the procedures and services available during the
JEFFTRAN staff orientation process for new hires. Training topics will include: 

Understanding the Title VI LEP program responsibilities; 

What language assistance JEFFTRAN offers; 

How to access an interpreter; 

Documentation of language assistance requests; 

How to handle a complaint; 

The importance of educating JEFFTRAN staff on JEFFTRAN’ s LEP program responsibilities and
their obligation to provide language assistance.  

VII. Access to JEFFTRAN Plans
Persons, agencies and community partners may access JEFFTRAN’s plans, including the Title VI, 

LEP and Public Involvement plans through any of the following ways. A copy will be provided to any
person or agency requesting same. 

During Regular Business Hours: 
City of Jefferson, Missouri: Office of the City Clerk
John G. Christy Municipal Building – City Hall
320 East McCarty Street
Jefferson City, Missouri 65101

JEFFTRAN Administrative Offices
Charles G. Robinson Transit Facility
820 E. Miller Street
Jefferson City MO 65101



Telephone: (573) 634-6477
Email: jctransit@jeffcitymo.org

Internet Access
JEFFTRAN webpage,  www.jeffcitymo.org/transit

VIII. Safe Harbor Stipulation

Federal law provides a “ Safe Harbor” stipulation so that recipients can ensure with greater certainty
that they comply with their obligations to provide written translations in languages other than English.  A
Safe Harbor” means that if a recipient provides written translations ( as under circumstances outlined in

paragraphs A and B of the publication Guidance to Federal Financial Assistance Recipients
Regarding Title VI Prohibition Against National Origin Discrimination Affecting Limited English
Proficient Persons7) such action will be considered strong evidence of compliance with the recipient's
written-translation obligations under Title VI.  Strong evidence of compliance with the recipient's written-
translation obligations under ‘ Safe Harbor’ includes providing written translations of vital documents for
each eligible LEP language group that constitutes 5% or 1,000, whichever is less, of the population of
persons eligible to be served or likely to be affected or encountered. Translation of other documents, if
needed, can be provided orally. The failure to provide written translations under the circumstances does
not mean there is noncompliance, but rather provides a guide for recipients that would like greater
certainty of compliance than can be provided by a fact-intensive, four-factor analysis. For example, even
if a Safe Harbor is not used, if written translation of a certain document(s) would be so burdensome as to
defeat the legitimate objectives of its program, it is not necessary. Other ways of providing meaningful
access, such as effective oral interpretation of certain vital documents, might be acceptable under such
circumstances.  This Safe Harbor provision applies to the translation of written documents only. It does
not affect the requirement to provide meaningful access to LEP individuals through competent oral
interpreters where oral language services are needed and are reasonable. 

No LEP language group in Jefferson City constitutes the population threshold (5% or 1,000 persons) 
for which written translations of vital documents are required, and given the small number of LEP
language group members, the JEFFTRAN budget and the number of staff, it is deemed that written
translations of all but a few core documents would be so burdensome as to defeat the legitimate objectives
of our programs.   

7 Federal Register: June 18, 2002 (Volume 67, Number 117). 



SECTION THREE. PUBLIC INVOLVEMENT

I.  Introduction

JEFFTRAN and the City of Jefferson follow a public involvement process that addresses the following
issues: participation, access to meetings, access to information, notice of hearings, public hearings, public
comments.    It is the intent of the City Council of the City of Jefferson, Missouri, to encourage the receipt
of public comments as part of the decision-making process.  

This plan recognizes that as the elected governing body of City of Jefferson, the City Council has the
ultimate responsibility and authority for adoption and implementation of policies affecting JEFFTRAN. 

II. Encouragement of Citizen Participation
The following groups and organizations have been identified as partners in transportation planning and
decision-making.  

Citizens
Minority and low-income populations
Persons with Limited English Proficiency
Elderly, disabled, and persons with limited mobility
Residents of public and assisted housing developments
Agencies serving persons with transportation needs
Community organizations with an interest in public transportation
Businesses whose customers ride JEFFTRAN

All citizens, including stakeholders named above, are encouraged to participate. Meetings are open to the
public and are scheduled at times and locations convenient to transit riders with accommodations for
persons with disabilities and assistance for persons with Limited English Proficiency available as needed.  

Bi-monthly Transit Advisory Committee meetings hosted by JEFFTRAN staff. Transit Focus
Group meetings were initiated in 2007 and transitioned to the Transit Advisory Committee in
2015.  All transit patrons and others interested in transit are invited to attend. Meetings dates/time
are posted on the Transit website and Facebook page. 
Annual Program of Projects (part of the Transportation Improvement Program or TIP) published
through the Capital Area Metropolitan Planning Organization (CAMPO). 

Transit patrons may also remain engaged and informed in the following ways:  
Cell phone App.  A cell phone application became available in 2013 so that patrons may track the
locations of their buses via cell phone.  
Press Releases. Press releases are sent to local news media when coverage of specific events or
decisions is warranted. 
Opportunities for public comment. The City of Jefferson routinely offers several ways for people
to comment on activities, programs and decisions made. Comments are accepted via an online
comment form, by phone, fax, email and in person at City Council meetings or at Transit
Advisory Committee meetings
Formal public comment periods. Formal public comment periods are used to solicit comments on
major service reductions and fare increases.  
Staff is accessible in person, or phone, email, mail, fax, or by online comment forms. Contact
information is provided on the JEFFTRAN webpage and Facebook page. 



Website: The City’s homepage and JEFFTRAN websites includes “ Announcements” that are
updated regularly. The JEFFTRAN webpage includes information on programs, publications, 
press releases, contact information for staff, a search function, Plans, including the Title VI Plan
and complaint procedures

III. Targeted Public Participation Plan for Minority, Low-Income and LEP

Populations

Minority, low-income and LEP persons are made aware of JEFFTRAN activities and events that have an
impact on JEFFTRAN services through notification of agencies serving these persons, and by making
announcements available in a variety of formats, including print, broadcast media and internet
announcements.  

Activities and meetings are held in accessible buildings located on JEFFTRAN bus routes.  Times of open
houses or meetings are scheduled to span late afternoon and early evening hours. Comments are also
taken by mail, email, fax, telephone and in person.  

JEFFTRAN seeks input from community leaders and organizations. To facilitate involvement of
traditionally underserved populations, community leaders and organizations that represent these groups
are consulted about how to most effectively reach their members. Relationships with these groups are
maintained for future partnerships in the planning process. 

Provide services for the disabled.  Upon advance notice, deaf interpreters, translators and Braille
documents can be provided for public meetings. Notifications of opportunities for public involvement
will include contact information for people needed these or other special accommodations. Requests must
be made at least three (3) business days in advance.  

Be sensitive to diverse audiences. At public meetings, staff will attempt to communicate effectively, and
avoid technical jargon. Staff will dress and conduct themselves appropriately.  

IV. Transit Notice Posting and Publishing
1) Printed notices are posted in English and Spanish at the following locations: 

In all buses
Affixed to bus shelters
Housing Authority’s Housing Office at 1020 Myrtle Street, Lower Level
Dulle-Hamilton Towers at 10 Jackson Street and 12 Jackson Street
Veteran’ s Administration Clinic
Missouri River Regional Library

2) Transit notices are also provided by mail or email to: 
Division of Family Services
Central Missouri Community Action Agency
Samaritan Center
Schools ( public, private, and special learning centers) 
Local chapter of the NAACP

3) Media notices. JEFFTRAN shall notify the general public of Transit-related issues and
events through notification of print and broadcast media, through established methods, 
including a media email group, which includes the News Tribune newspaper, KLIK



and KWOS radio, and KRCG-TV, the City of Jefferson website, JEFFTRAN website
and the JEFFTRAN Facebook page. 

V. Annual Program of Projects

As a provider of transit services and recipient of FTA Section 5307 funds, JEFFTRAN complies with
the public participation requirements of Section 5307(c)(1) through 5307(c)(7). Each grantee is required
to develop, publish, afford an opportunity for a public hearing on, and submit for approval a Program of
Projects (POP).   

JEFFTRAN coordinates with the Capital Area MPO to satisfy the Program of Projects public hearing
requirements. When the Capital Area MPO develops a Transportation Improvement Program ( TIP)   
publication of the POP is included, and the Program of Projects is developed concurrently with the
Transportation Improvement Program (TIP).  

Capital Area MPO/Department of Planning and Protective Services
City of Jefferson, Missouri/City Hall
Room 120, John G. Christy Municipal Building
320 E. McCarty Street
Jefferson City, MO 65101
Phone: 573-634-6410
jcplanning@jeffcitymo.org

VI. Procedure for Involving the Public When Contemplating Major Transit Service Changes

A. Major service changes, including fare increases and major transit service reductions, as
defined below are subject to public hearings before the City Council. Major Transit Service
Reductions also require the preparation of “A Level and Quality of Service Analysis.”  The Level
and Quality of Service Analysis shall be provided to the City Council prior to the Council’ s
public hearing. 

B. Public Meeting Notices and Corresponding Public Comment Period Requirements. 
1)  Required Notices.  

a) Two notices shall be published as “ display ads” in the News Tribune advertising
the subject, date, time and place of the City Council’ s public hearing. The notice
shall include instructions on how to direct written comments prior to the hearing
date. The first notice shall be published at least 30 calendar days in advance of the
public hearing; a second notice shall be published at least 10 calendar days in
advance of the public hearing.  

b) Notice of the public hearing shall be forwarded to the City Clerk for posting
concurrently with publication of the legal notices.  

c) Printed notices shall be posted at the locations and in the manner provided
for in Section IV, above.  

d) Other notices. Other notices may be provided to individuals and groups. 

2) Public Hearing. The Council shall hold at least one public hearing at a
Council meeting. The public hearing shall be held at City Hall, 320 E. McCarty Street, 
Jefferson City, MO 65101 or as specified within public hearing notice(s).  Public
hearings shall be conducted according to the Council’ s Rules of Procedures, and shall



include receipt of public comments. 

C. Major Transit Service Reductions. Major Transit Service Reductions require the
preparation of “ A Level and Quality of Service Analysis” that contains the elements
outlined in Paragraph E. The Level and Quality of Service Analysis shall be provided to
the City Council prior to the public hearing on the matter. Major Transit Service
Reduction includes the following:  
1) Elimination or reduction in service that affects 5 or more passengers; 
2) Elimination of routes or system wide route restructuring; 
3) Any aggregate reduction of 25 percent or more of the number of transit REVENUE

MILES of a route computed on a daily basis for the day of the week for which the
change is proposed;  

4) Level of service changes which may result in a disproportionately high and adverse
impact to minority communities as referenced in FTA Circular 4702.1, even though
they do not meet the threshold for a major service reduction. Such changes are
subject to a Level of Service Review as described in Paragraph 8.   

5) EXCEPTIONS.  The following service variations do not constitute major service
reductions and may be implemented without public hearings. Every effort will be
made to provide as much advance notice as possible to transit patrons through the
news media, and notice procedures described in Section IV.  
a) Standard seasonal variations, including implementation of pre-established snow

routes;  
b) Emergency service changes, including changes in routes or service frequencies

necessitated by street closures, the ability of transit vehicles to travel on public
streets or a disaster which severely impairs public health or safety.  

D.  Fare Increases.  The following fares and amendments are subject to public hearing:  
1)  Any increase in charges or fees assessed to transit riders for use of public transit

services including cash fares, ticket fares, pass fares and transfer fares; 
2) Amendments to eligibility for fare categories;  except that reduced fares or

promotional fare adjustments shall not be subject to public hearings. 
Promotional fares" shall include modifications to fare structures which are

established on a short-term basis for the specific purpose of promoting service
and encouraging ridership. 

E. Level and Quality of Service Change Analysis. A Level and Quality of Service Analysis
shall be provided for the Major Service Reductions listed in Paragraph 6 above.  
A. The service to minority communities shall be evaluated in terms of overall

system standards to determine if a proposed change would result in
disproportionately high and adverse impacts to minority communities.  

B. This analysis shall include the identification of minority census tracts for
purposes of comparing outcomes in those areas to transit service provided in
other areas of the City. Not all service changes will result in adverse impacts, 
however. For example, eliminating a route that runs every 30 minutes from a
street that already has service every 30 minutes and otherwise meets the system
standards would not warrant further analysis.  

C. Evaluation criteria. The Level and Quality of Service Analysis shall utilize the
following evaluation criteria.  For purposes of comparison the three most traveled
routes and destinations shall constitute the standard by which the proposed
changes are to be evaluated. The evaluation should identify and compare any
changes in the following criteria within the standard routes and the affected
minority neighborhoods: 



1)  Number of riders affected
2) Travel time
3) Number of transfers
4) Service frequency
5) Span of service
6) Walk distance to bus route
7) Average peak hour travel time to destination
8) Total cost of trip to destination

D. Mitigation of Impacts. Service changes that would result in adverse or
disproportionate impacts on minority communities shall be reported in the
Analysis. This report shall provide a description of the mitigations, options and
alternatives to be considered in conjunction with the proposed service change, 
such as:  
1) Alternatives to the service proposal that would have fewer negative

impacts and the rationale for not selecting them;  
2)  Transit options that would be available for riders who would be

negatively affected; and
3)  Measures to avoid, minimize or mitigate the negative impacts of the

proposed service change in the affected area. 

VII. Access to Records

The City of Jefferson shall provide citizens, public agencies, and other interested parties with reasonable
and timely access to information and records relating to JEFFTRAN and the City’s use of FTA funding. 
Copies of the adopted budget and Consolidated Annual Financial Reports that include information on
JEFFTRAN are maintained by the Finance Department and available for public inspection Monday
through Friday, 8:30 a.m. – 4:30 p.m. or on the City’s webpage at
http://www.jeffersoncitymo.gov/government/finance.php.  



Appendix A

Notifying the Public of Rights Under Title VI

JEFFTRAN Title VI Notice

Notifying the Public of Rights Under Title VI

JEFFTRAN, CITY OF JEFFERSON, MISSOURI

JEFFTRAN is committed to ensuring that no person is excluded from participation in, or
denied the benefits of its transit services on the basis of race, color, or national origin, as
protected by Title VI of the Civil Rights Act of 1964. Any person who believes he or she has
been aggrieved by any unlawful discriminatory practice under Title VI may file a complaint with
JEFFTRAN, the City of Jefferson, Missouri. 

For more information on the civil rights program and the procedures to file a complaint visit
http://www.jeffersoncitymo.gov/Transit/Title%20VI%20complaint%20form%20from%20RS201
3-14-Adopted%20JeffTran%20LEP-TitleVI-PIP-2013%20extracted%202-23-16.pdf or
http://www.jeffersoncitymo.gov/government/transit/title_vi.php or contact the Title VI
Coordinator by calling (573) 634-6570. 

A complainant may file a complaint directly with the Federal Transit Administration by
contacting:  Federal Transit Administration, Office of Civil Rights, Attention: Title VI Program
Coordinator; East Building, 5th Floor-TCR; 1200 New Jersey Ave., SE; Washington DC 20590. 

JeffTran Título VI Aviso

Notificación al Público de los Derechos Bajo el Título VI

JEFFTRAN, CIUDAD DE JEFFERSON, MISSOURI

JeffTran se compromete a garantizar que ninguna persona sea excluida de participar en, o
negado los beneficios de sus servicios de transporte sobre la base de raza, color u origen
nacional, tal como está protegida por el Título VI del Acta de Derechos Civiles de 1964. 
Cualquier persona que crea que ha sido perjudicada por una práctica discriminatoria ilegal
bajo el Título VI puede presentar una queja ante la JeffTran, Ciudad de Jefferson, Missouri . 

Para más información sobre el programa de derechos civiles y los procedimientos para
presentar una visita
http://www.jeffersoncitymo.gov/Transit/Title%20VI%20complaint%20form%20from%20RS201
3-14-Adopted%20JeffTran%20LEP-TitleVI-PIP-2013%20extracted%202-23-16.pdf o
http://www.jeffersoncitymo.gov/government/transit/title_vi.php queja o póngase en contacto
con el Título Coordinador VI llamando al (573) 634-6570. 

El demandante puede presentar una queja directamente con la Administración Federal de
Transporte poniéndose en contacto con : Administración Federal de Tránsito , Oficina de
Derechos Civiles , Atención: Coordinador del Programa Título VI ; Edificio Este , 5ª Planta - 



TCR ; 1200 New Jersey Ave. , SE; Washington DC 20590. 
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JEFFTRAN Title VI Complaint Procedures (Page 1/2) 

Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color or national
origin in programs receiving federal financial assistance.    

GENERAL
Any person who believes that he or she, individual, or as a member of any specific class of persons, has
been subjected to discrimination on the basis of race, color, or national origin as noted below may file a
written complaint with the Title VI Program Coordinator, c/o City Counselor, City of Jefferson, Missouri; 
John G. Christy Municipal Building/City Hall; 320 E. McCarty Street, Jefferson City, Missouri 65101. 
Complainants have the right to complain directly to the appropriate federal agency. Every effort will be
made to obtain early resolution of complaints. The option of informal meeting(s) between the affected
parties and the Title VI Program Coordinator may be utilized for resolutions. The Title VI Program
Coordinator will notify JEFFFTRAN of all Title VI related complaints as well as resolutions. 

PROCEDURE

1. The complaint must meet the following requirements: 
a. Complaint shall be in writing and signed by the complainant(s). In cases where

Complainant is unable or incapable of providing a written statement, a verbal
complaint may be made. The Title VI Program Coordinator will interview the
Complainant and assist the person in converting verbal complaints to writing. All
complaints must, however, be signed by the Complainant or his/her representative. 

b. Include the date of the alleged act of discrimination when the Complainant(s) became
aware of the alleged act of discrimination; or the date on which that conduct was
discontinued or the latest instance of conduct. 

c. Present a detailed description of the issues, including names and job titles of those
individuals perceived as parties in the complaint.  

d. Federal and state law requires complaints be filed within 180 calendar days of the alleged
incident. 

2. Upon receipt of the complaint, the Title VI Program Coordinator will determine its jurisdiction, 
acceptability, need for additional information, and investigate the complaint, if accepted. 

3. The Complainant will be provided with a written acknowledgement that JEFFTRAN has either
accepted or rejected the complaint. 

4. A complaint must meet the following criteria for acceptance: 
a. The Complaint must be filed within 180 days of the alleged occurrence. 
b. The allegation must involve a covered basis such as race, color or national origin. 
c. The allegation must involve a JEFFTRAN service, the City of Jefferson as a federal-aid

recipient, or its sub-recipient or contractor. 
5. A complaint may be dismissed for the following reasons: 

a. The Complainant requests the withdrawal of the complaint. 
b. The Complainant fails to respond to repeated requests for additional information needed

to process the complaint. 
c. The Complainant cannot be located after reasonable attempts. 



Appendix B

JEFFTRAN Title VI Complaint Procedures (Page 2/2) 

6. Once the Title VI Program Coordinator decides to accept the complaint for investigation, the
Complainant will be notified in writing of such determination. The Complaint will receive a case
number and will then be logged in a database identifying Complainant name, basis, alleged harm, 
race, color and national origin of the Complainant. 

7. In cases where the Title VI Program Office assumes the investigation of the complaint within 90
calendar days of the acceptance of the complaint the Title VI Program Coordinator will prepare
an investigative report. The report shall include a narrative description of the incident, 
identification of persons interviewed, findings and recommendations for disposition. 

8. The investigative report and its findings will be reviewed with JEFFTRAN officials and in some
cases the investigative report and findings will be reviewed by JEFFTRAN’ s Legal Counsel. 

9. The Title VI Program Coordinator/Legal Counsel will make a determination on the disposition of
the complaint. Dispositions will be stated as follows: 

a. In the event JEFFTRAN is in noncompliance with the Title VI regulations remedial
action will be listed. 

10. Notice of the Title VI Program Coordinator’ s determination will be mailed to the Complainant. 
Notice shall include information regarding appeal rights of Complainant and instructions for
initiating such an appeal Notice of appeals are as follows: 

a. The Title VI Program Coordinator will reconsider the determination, if new facts, come
to light. 

b. If Complainant is dissatisfied with the determination and/or resolution set forth by the
Title VI Program Coordinator, the same complaint may be submitted to the FTA for
investigation. Complainant will be advised to contact:  

Federal Transit Administration, Office of Civil Rights
Attention: Title VI Program Coordinator
East Building, 5th Floor – TCR
1200 New Jersey Ave., SE
Washington, DC 20590

11. A copy of the complaint and the Title VI Program Coordinators investigation report/letter of
finding and Final Remedial Action Plan, if appropriate, will be issued to FTA within 120 days of
the receipt of the complaint. 

12. A summary of the complaint and its resolution will be included as part of the Title VI updates to
the FTA. 
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JEFFTRAN Title VI Complaint Form (Page 1/2) 

JEFFTRAN is committed to ensuring that no person is excluded from participation in or denied the
benefits of its services on the basis of race, color or national origin, as provided by the Title VI of the

Civil Rights Act of 1964, as amended. Title VI complaints must be filed within 180 days from the date of

the alleged discrimination. 

The following information is necessary to assist us in processing your complaint. If you require any

assistance in completing this form, please contact the Title VI Program Coordinator.      

Title VI Program Coordinator
c/o City Counselor, City of Jefferson, Missouri

John G. Christy Municipal Building/City Hall

320 E McCarty Street
Jefferson City, MO 65101

Phone 573-634-6570 or 573-634-6304

This completed form must be returned to the Title VI Program Coordinator at the above address. 

Your Name: 

Street Address/Apartment Number: 

City, State & ZIP Code: 

Phone: Alt. Phone: 

Person(s) discriminated against (if someone other than complainant): 
Name(s): 

Street Address, City, State & Zip Code: 

Please continue on Page 2



Appendix C, continued

JEFFTRAN Title VI Complaint Form (Page 2/2) 

1. Date of Incident________________________________________________________________ 

2. Which of the following best describes the reason the alleged discrimination took place? (Circle one) 

Race

Color

National Origin (or Limited English Proficiency) 

3. Please describe the alleged discrimination incident. Provide the names and titles of JEFFTRAN
employees if available. Explain what happened and whom you believe was responsible. Please continue
on the next page, and use the back of this form if additional space is
required.__________________________________________________________________________ 

4. Have you filed a complaint with any other federal, state or local agencies? (Circle one) Yes / No

If yes, what agencies: 
Agency: ________________________________________________________________________________ 

Contact Name: _________________________________________________________________________ 

Address: ________________________________________________________________________________ 

Phone:  _________________________________________________________________________ 

Agency: ________________________________________________________________________________ 

Contact Name: _________________________________________________________________________ 

Address: ________________________________________________________________________________ 

Phone:  _________________________________________________________________________ 

5. I affirm that I have read the above charge and that it is true to the best of my knowledge, information

and belief. 

Complainant’ s Signature Date

Print or Type Name of Complainant

Your Rights in Title VI Non-discrimination Complaints

Filing this complaint with the City of Jefferson Title VI Program Coordinator does not prevent you from filing a

complaint with the Federal Agency providing funding to the party against which a complaint is being lodged.  



For additional information or location of state and federal offices contact the Title VI Program Officer. 
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Speak other Indo-European 448
Speak English "very well" 246
Speak English "well" 188

Speak English "well" 88
Speak English "not well" 41
Speak English "not at all" 2

Speak only English 26,330
Speak Spanish: 646

Speak English "very well" 515

Speak English "not well" 0
Speak English "not at all" 0

18 to 64 years: 28,180

Speak other languages: 0
Speak English "very well" 0
Speak English "well" 0

Speak English "well" 0
Speak English "not well" 0
Speak English "not at all" 0

Speak English "not at all" 0
Speak Asian and Pacific Island 19

Speak English "very well" 19

Speak English "very well" 50
Speak English "well" 40
Speak English "not well" 0

Speak English "not well" 18
Speak English "not at all" 0

Speak other Indo-European 90

Speak Spanish: 102
Speak English "very well" 69
Speak English "well" 15

Estimate
Total: 40,561

5 to 17 years: 6,636
Speak only English 6,425

Jefferson City city, 



Appendix E

Spanish Text JEFFTRAN Route & Schedule Guide





Appendix F

JEFFTRAN LEP Survey Responses

Notes:  For responses with ranges, the average was used in calculation.  NA is used to denote where the
survey question and response options changed between surveys years. 

1. On average, how often do you assist customers with Limited English Proficiency? 
times per:   Day    Week   Month  Year

Response Number
Yearly

Customer

Assists*
Number

Yearly
Customer

Assists*
Number

Yearly
Customer

Assists*

None or N/A 3 0 4 0 4 0

At least 1 per day 1 260 2 520 2 498

2 per day 3 1560 0 0 0 0

3 per day 0 0 1 780 2 1494

4 per day 0 0 0 0 0 0

5 per day 0 0 1 1300 1 1245

10 per day 1 2600 0 0 0 0

1 per week 0 0 4 208 0 0

2 per week 1 104 1 104 0 0

3 per week 1 156 0 0 0 0

5 per week 0 0 1 260 0 0

10 per week 0 0 0 0 0 0

1or 2 per month 8 144 4 72 1 12

2 per month 2 24

3 per month 2 24

4 per month 0 0

5 per month 2 24

1 -3 per year 2 4 3 6 0

1 per year 3 3

2 per year 2 2

3 per year 2 2

4 per year 0 0

5 per year 1 1

Total Yearly Assists 4,828 3250 3329

2011 2013 2015



2. One average, how many Limited English Proficient customers use JEFFTRAN to commute daily:     
One Two  Three        Four Five 6 – 10

No. of
Responses

Daily
Commutes

No. of
Responses

Daily
Commutes

No. of
Responses

Daily
Commutes

None or
N/A

8 0 6 0 0 0

1 4 4 4 4 6 6

2 na na 2 4 4 8

3 3 9 2 6 2 6

4 2 8 1 4 4 16

5 na na 1 5 0 0

6 to 10 2 16 2 16 2 16

38 34 52

3. On average, how much time do you spend working with customers who are Limited English Proficient?   
hours per:  Day Week  Month     Year

Response

No. of

Responses

Annualized

No. of Hours

No. of

Responses

Annualized

No. of Hours

No. of

Responses

Annualized

No. of Hours

None or N/ A 8 0 4 11 0

15 minutes per day 0 0 0 0 5 311

30 minutes per day na na 2 260 1 125

45 minutes per day 0 0 0 0 1 187

1hour per day 1 260 1 260 0 0

2hours per day na na 0 0 0 0

1hour per week 1 52 3 152 0 0

2hours per week 1 104 0 0 0 0

1hour per month 2 24 0 0 0 0

2hours per month 1 24 2 48 0 0

Less than 1 hour per month 6 na 5 na 0 0

Total 464 720 623

201520112013

4. Which language groups do you encounter most frequently when working? 



Choose all that apply:    Spanish GermanRussian  Asian    Unknown   

Other

Response

No. Percent No. Percent No. Percent

None or
N/A

4 17% 3 11% 4 14%

Spanish 10 42% 14 52% 10 34%

Asian 3 12.50% 5 18% 2 7%

Indian 0 0 0 0 4 14%

English 0 0 0 0 3 10%

Russian 2 8% 1 4% 0 0%

German 0 0 1 4% 0 0%

Unknown 4 17% 3 11% 4 14%

Other 1 4% 0 0 2 7%

Total 24 27 29

2011 Responses 2013 Responses 2015 Responses



5. Have you ever requested translation or interpretation assistance?       Yes   No

If YES, please check any that apply
In-person  Co-worker  Quick Guide
Telephone  Dispatcher  Other

Response

No. of

Responses
Percent

No. of

Responses
Percent

No. of

Responses
Percent

Yes 3 15% 2 11% 0 0%

No 17 85% 17 89% 19 100%

2011 2013 2015

6. Have you ever received comments or feedback concerning the Spanish Route and Schedule Guides?            
Yes   No

Response

No. of
Responses

Percent
No. of
Responses

Percent
No. of
Responses

Percent

Yes 1 5% 0 0% 0 0%

No 19 95% 19 100% 19 100%

2011 2013 2015



Appendix H

Executive Order 13166

THE WHITE HOUSE
Office of the Press Secretary  (Aboard Air Force One) 

For Immediate Release August 11, 2000
EXECUTIVE ORDER 13166
IMPROVING ACCESS TO SERVICES FOR PERSONS WITH LIMITED ENGLISH PROFICIENCY

By the authority vested in me as President by the Constitution and the laws of the United States of America, and to improve access to
federally conducted and federally assisted programs and activities for persons who, as a result of national origin, are limited in their English
proficiency (LEP), it is hereby ordered as follows: 

Section 1. Goals. 
The Federal Government provides and funds an array of services that can be made accessible to otherwise eligible persons who are not

proficient in the English language. The Federal Government is committed to improving the accessibility of these services to eligible LEP persons, 
a goal that reinforces its equally important commitment to promoting programs and activities designed to help individuals learn English. To this
end, each Federal agency shall examine the services it provides and develop and implement a system by which LEP persons can meaningfully
access those services consistent with, and without unduly burdening, the fundamental mission of the agency. Each Federal agency shall also work
to ensure that recipients of Federal financial assistance (recipients) provide meaningful access to their LEP applicants and beneficiaries. To assist
the agencies with this endeavor, the Department of Justice has today issued a general guidance document (LEP Guidance), which sets forth the
compliance standards that recipients must follow to ensure that the programs and activities they normally provide in English are accessible to
LEP persons and thus do not discriminate on the basis of national origin in violation of title VI of the Civil Rights Act of 1964, as amended, and
its implementing regulations. As described in the LEP Guidance, recipients must take reasonable steps to ensure meaningful access to their
programs and activities by LEP persons. 

Sec. 2. Federally Conducted Programs and Activities. 
Each Federal agency shall prepare a plan to improve access to its federally conducted programs and activities by eligible LEP persons. Each

plan shall be consistent with the standards set forth in the LEP Guidance, and shall include the steps the agency will take to ensure that eligible
LEP persons can meaningfully access the agency's programs and activities. Agencies shall develop and begin to implement these plans within
120 days of the date of this order, and shall send copies of their plans to the Department of Justice, which shall serve as the central repository of
the agencies' plans.  

Sec. 3. Federally Assisted Programs and Activities. 
Each agency providing Federal financial assistance shall draft title VI guidance specifically tailored to its recipients that is consistent with the

LEP Guidance issued by the Department of Justice. This agency-specific guidance shall detail how the general standards established in the LEP
Guidance will be applied to the agency's recipients. The agency-specific guidance shall take into account the types of services provided by the
recipients, the individuals served by the recipients, and other factors set out in the LEP Guidance.  Agencies that already have developed title VI
guidance that the Department of Justice determines is consistent with the LEP Guidance shall examine their existing guidance, as well as their
programs and activities, to determine if additional guidance is necessary to comply with this order. The Department of Justice shall consult with
the agencies in creating their guidance and, within 120 days of the date of this order, each agency shall submit its specific guidance to the
Department of Justice for review and approval. Following approval by the Department of Justice, each agency shall publish its guidance
document in the Federal Register for public comment. 

Sec. 4. Consultations. 
In carrying out this order, agencies shall ensure that stakeholders, such as LEP persons and their representative organizations, recipients, and

other appropriate individuals or entities, have an adequate opportunity to provide input. Agencies will evaluate the particular needs of the LEP
persons they and their recipients serve and the burdens of compliance on the agency and its recipients. This input from stakeholders will assist the
agencies in developing an approach to ensuring meaningful access by LEP persons that is practical and effective, fiscally responsible, responsive
to the particular circumstances of each agency, and can be readily implemented. 

Sec. 5. Judicial Review. 
This order is intended only to improve the internal management of the executive branch and does not create any right or benefit, substantive

or procedural, enforceable at law or equity by a party against the United States, its agencies, its officers or employees, or any person. 

WILLIAM J. CLINTON

THE WHITE HOUSE, 
August 11, 2000

Source: http://www.lep.gov/13166/eo13166.html


